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The Retail Special Order Portal (RSOP) is a new application for the management of Special Orders
(SOs) submitted by retail customers via FWGS.com. Suppliers will use the RSOP to manage orders,
shipments and invoices.

RSOP dashboards will display new orders and provide visibility to them. Once a supplier reviews a new
Purchase Order (PO), they will fulfill each retail SO by completing the following steps in RSOP, in order:

1. Enter a promise date

2. Acknowledge the PO

3. Create a shipping label

4. Generate an Advance Shipment Notice (ASN) and ship the goods
5. Generate an invoice

6. Cancel a PO that cannot be fulfilled

Navigation of the RSOP to fulfill and cancel orders is covered in this guide.
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Retail Special Order Portal Dashboard Navigation

The Retail Special Order Portal (RSOP) dashboard provides an overview of Special Order (SO) statuses
and the ability to drill down into priorities that need to be addressed. There are seven dashboards.

Primary dashboards for suppliers:
o Purchase Orders (POs) not acknowledged after seven days
¢ POs with no advance shipment notice (ASN) (Suppliers will also receive an email 10 days before
promise date for orders that have not shipped.)
e POs with no invoice

Other dashboards:
e POs not acknowledged
¢ POs with no ASN after 30 days, warranting Pennsylvania Liquor Control Board (PLCB)
cancellation (for use by the PLCB SO Team)
e SOs not picked up within 15 days of delivery and warranting PLCB cancellation (for use by the
PLCB SO Team)

Link to eLearning video: Supplier - Retail Special Order Portal

1. Log in to the RSOP.

ORACLE Cloud

pleb002
Account Sign In

Need help signing in? Click here

Or sign in with
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2. Homepage Dashboard displays.

DASHBOARD

Invaicing and Shipment

89 0

Supplier Portal

a7 7

Note: The supplier will first see dashboard tiles, featuring SO counts by category. By clicking on a tile,
RSOP will open a new tab and display further details for that category. The dashboard provides a quick
and efficient view on priorities to be addressed, such as the acknowledgement of POs, creation of ASNs

and invoice tracking.

3. The dashboard tiles and their associated detail page descriptions are below.

after 7 days

Tile Description
Not Acknowledged Displays POs that are available and have not been acknowledged by the
supplier.
*Not Acknowledged Displays POs not acknowledged that aged for seven days or longer.

New Versions

Disregard, not used by PLCB.

*POs with no ASN

Displays POs that have no ASN.

*PQOs with no Invoice

Displays POs that not yet invoiced.

POs with no Store
Pickup after 15 days

Displays orders yet to be picked up at stores after 15 days.

POs with no ASN after
30 days

Displays POs for which ASNs have not been created after 30 days.

Note: Dashboards marked with an asterisk are the primary tiles and pages to be used by suppliers.
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4. Click any of the dashboard tiles.
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= T retail SO Supplier Porta

a DASHBOARD

- Not Acknowledgec New Versions
89 0

Supplier Portal

———

Not Acknowledged after 7 days PO’s with No Store Pickup after 15 days
a7 7

Invaicing and Shipment
L] PO’s with no ASN L] PO's with no ASN after 30 days

89 36

. PO’ with no Invoice
rrd

Connecting Suppliers

Note: This will open a new “Manage Orders” tab.

5. Review the list of related POs on the Manage Orders Tab.

= &= & Karthik Ramachandia L]
m " x
4 Filtar Ovdes
L . 21 Acuncuteages ¥ 7 o, #o ‘ mewpane_ |@ cas |@ sonce
a9 49 7 89 36 an
4 Search
i vl
Rasa
Results
Actions eew ¢ Detach
ancebed it v Total Unit Cont  Supplier  Acknowledg
Location CreateDate Mot Before Date Mot AfterDate PO Units (l=ua:'-ur s:w:d ";:m'“ o v\;wl"’ :"I:r:r s S Status Versian Supplier S
12 "

Note: The tile selected is highlighted above, and details are displayed in the lower Results section.
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Field Description
Location All retail SO POs are written against the virtual e-commerce store 4650.

Not Before Date

The PO Create Date; used to ensure inventory is not delivered before the
defined date.

Not After Date

Defaults to PO Create Date + 30 days; used to ensure inventory is not
delivered after the defined date.

Pickup Date

Disregard, not used by PLCB.

PO Units

Number of units ordered.

Canceled Quantity

Number of units canceled, shown after a supplier cancels a PO. Note all SO
orders must be fulfilled/shipped in full or canceled in full.

Shipped Units

Number of units shipped. Note all SO orders must be fulfilled/shipped in full
or canceled.

Invoiced Units

Number of units invoiced. Note all SO orders must be fulfilled/invoiced in full
or canceled.

Total Unit Cost Value

PO Quantity X Item Unit Cost (supplier cost).

Supplier Currency

US Dollars

Acknowledge Status

Green circle with checkmark indicates the suppler has acknowledged the
order. An unacknowledged order will show a red X.

Status Three statuses exist:
o  “Approved” for all active POs. POs remain in “Approved” status until
the order is shipped.
o “Closed” for POs that have been shipped.
o “Canceled” for POs that have been canceled by the supplier or SO
team.
Versions Disregard, not used by PLCB.
Supplier Site Provides information about the supplier’s site nhame.
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Search Functionality

1. The Manage Orders Tab also includes a search section with the following fields.
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i Earthik Ramachandra + @)

4 Search

...........................

Field Name

Description

Master PO Number

Used to filter the search by PO number. Master PO and PO Number are the
same.

PO Number

Used to filter the search by PO number. Master PO and PO Number are the
same.

Customer Order

Disregard, not used by PLCB.

CO Fulfilment Disregard, not used by PLCB.
Supplier Site Used to filter the search by supplier site.
ltem Used to filter the search by item ordered. Clicking on the magnifying glass

icon presents a new screen enabling item search by nine-digit item number
and Item Description.

Order Due Date

Used to filter the search by promise date within the following timeframes:

e Next Day

e This Week

e Next Week
e Two Weeks
e This Month

Pickup Date

Disregard, not used by PLCB.

Not Before Date

Used to filter the search by Not Before Date (PO Create Date).

Not After Date

Used to filter the search by Not After Date (PO Create Date + 30 days).

PO Status Used to filter the search by PO Status: Approved, Canceled or Closed.
PO Acknowledge Used to filter the search by PO acknowledged status: Yes or No.

Status

ASN Status Used to filter the search by ASN status: Fully ASN’d or Not ASN'd.

PO Invoice Status Used to filter the search by invoice status: Fully invoiced or Not invoiced.
Brand Disregard, not used by PLCB.

Location Disregard, all SO POs are written against virtual ecommerce store, 4650.

pennsylvania
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Pickup Store Used to filter the search by pickup store for store-delivered orders. Pickup

store drop-down will be populated only with stores that have SO customer
pickup orders.

New Versions Only Disregard, not used by PLCB.

After selecting search criteria, click Search button to return POs that match the criteria entered, or
Reset to remove the entered filters. The Number of Rows to fetch can be increased or decreased
using the up/down arrows to limit the number of result rows displayed.

W Rerlwil S0 Suapipalives Peos 1l

i Earithik Famachandra =

a Filter Order
Nt Ackrorededged Mev Versiors | Not Ackeowledged after T days L PO'swith no ASH | PO with mo ASH atier 15 days
214 1] 199 232 150
>
4 Search
l B tch 35 v A ek Bt
Results
Achons o £ Detach >
Leation Cooate Date Mot Before Date Mot Afer Date PO Units C;::‘I:: s;"‘“ ""L‘:;":“ 1"‘"‘_:&‘“' é‘fll:; "‘“;"::’9' Stans
T [ FULFILLMENT CENTER. S . . . .
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Review a New PO

The supplier will receive an email for each SO PO created. The PO number can be entered directly into
the Manage Orders window to review the order.

1. Log in to the RSOP.

ORACLE Cloud

pleb002

Oracle Cloud Account Sign In

User Name

Password

Need help signing in? Click here

Cookie Preferences

Or sign in with
®)  cworasso
2. Click Tasks, then select Orders.
ot Acknawledged A Now Versions Supplier Portal
9 o »
knowledged after 7 days P ? kup after 15 days Soppi 5oe
0 0

3. Click Manage Orders, and the Manage Orders Tab will display.

= T retad 50 Supplier Fortal o Cashik Bamachandiy = @

Create AEN X

Mot Acknowledged MNew Versions Suppller POFTa|
1]

] Connecting Suppliers
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4. Enter the [PO Number] in the PO Number and click Search.
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7= & Re & Tara Fratello »
x
. Filter Order
il Not Acknowledged New Versions Nat Acknowledged after 7 days PO’s with No Store Pickup afte... | @ pO'swithno ASN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
>
4 Search
63636
: =
Results
Actions ¥ f Detach
Cancelled  Units Invoiced  Total Unit Cost  Supplier  Acknowledge
Locatien CreateDate  NotBefore Date  NotAfterDate  POUms ‘St (0 s = Cumeney e Status Vessien Supplier Site
= & Tara Fratello =
x
. Filter Order
il Not Acknowledged New Versions Nat Acknowledged after 7 days PO’s with No Store Pickup afte... | @ pO'swithno ASN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
>
4 Search
63636
o <
A Seach | Reset
Results
Actions ¥ ' Detach Download PO + Create Invoice # EditPO o View PO X Cancel PO
. Cancelled  Units Invoiced  Total UnitCost  Supplier  Acknowledge
Location CleateDate  NotBeforeDate  NotAfter Date  POUNs G0l (IR0, rs o Curany = Stat Version Supplier Si
LLMENT CENTER
0 0 3047 usD x Approved
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Action Menu/lcons

Description

Action

The user can use this button to select other actions available. Options
available in the Action dropdown are the same as the menu options
displayed across the top of the Results table.

View

Allows users to detach (display) results in a separate window to display
additional records

Export to Spreadsheet

Export the table to a spreadsheet.

Detach

Displays results in a new window.

Download PO

Disregard, not used by PLCB.

Download Carton Label

Download shipping label for the selected order. Labels are available after
the supplier acknowledges the PO. This option will download a zip file with
a PDF.

Acknowledge Acknowledge the selected PO. This option is only available after the
supplier has entered a promise date from the Edit PO screen.
Create ASN Opens the function to create an ASN for the selected PO. The option to

create an ASN is only available for acknowledged POs.

Create Invoice

Opens the function to create an invoice for the order. The option to create
an Invoice is available for shipped POs in approved or closed status.

ASN Template

Disregard, not used by PLCB.

Invoice Template

Disregard, not used by PLCB.

Edit PO

Opens the Order Details screen for the selected PO displaying details
including non-merchandise expenses and allowing the user to enter a
promise date and comments (optional). The option to edit a PO is available
for approved POs.

View PO

Opens the Order Details screen in read-only mode for the selected PO
displaying details including non-merchandise expenses, promise date and
comments.

Cancel PO

Cancel a single or multiple POs. The option to cancel PO is available for
approved POs that have not been shipped.

pennsylvania
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6. Click Edit PO button.
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= W Re a & TraFatello + @ ~
s ash x
. Filter Order
il Not Acknowledged New Versions Nat Acknowledged after 7 days PO’s with No Store Pickup afte... | @ pO'swithno ASN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
>
4 Search
63636
o <
25 Search | Reset
Results
. Cancelled  Units Invoiced  Total Unit Cost  Supplier  Acknowledge
Location CleateDate  NotBeforeDate  NotAfter Date  POUNs G0l (IR0, rs o Curany — Status Version Supplier Si
» @ wpo-s3636 CoLLMERT CETER 225723 1 0 0 0 2047 usp Approved SOUTHERN GLAZERS
= rta & Trafratelo v @ v
EiE 6 x
'y 4 Order Date Changes
il
4 Cost and Quantity Changes
View ¥ £ Detach
<
tem VPN Barcode tem Description Location Type Location oy Level Ordered Quantity Order Cast Cancelled Quantity
000543813 Antonin Guyan Savigny Les Beaune Les Goudeh Store FULFILLMENT CENT Eaches 1 3047
4 Non Marchandise Expensas
View = £ Delach
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Field Description
Order Number PLCB PO number.
Terms Displays payment terms.
Customer Order ID Disregard, not used by PLCB.
Fulfilment ID Disregard, for PLCB use.
Not Before Date PO create date.
Not After Date PO Create date + 30 days.
Pickup Date Disregard, not used by PLCB.
Pickup Store Displays the customer requested pickup store. This field will be blank for
direct delivery orders.
Promise Date* Required. Displays and allows editing of the Promise Date, which is the
estimated date the order will be delivered. Promise date is restricted
between current date and Not After Date.
Comments Displays and allows editing of the PO comments.

Note: An asterisk denotes a required entry. Only the Promise Date and Comments can be edited for SO
Orders, all other fields are read-only.

8. Review the order information in the Cost and Quantity Changes Section.

= & Retail SO Supplier Portal & Tz fratelo v @

'y 4 Order Date Changes

4 Cost and Quantity Changes

VPN Barcode Item Description Location Type Location Qry Level Ordered Quantity Order Cost Cancelled Quantity

4 Non Merchandise Expanses

# Detach

Note: All fields are read-only.
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Field Description

ltem Displays the nine-digit item ID.

VPN Disregard, not used by PLCB.

Barcode Disregard, not used by PLCB.

Item Description Displays the item name/description.

Location type This will always be “store.”

Location The location will always be PLCB e-commerce store 4650.

Qty Level PLCB SOs will always use “eaches.”

Ordered Quantity Displays number of units ordered.

Order Cost Displays supplier item cost per unit. Does not include SO Freight.

Canceled Quantity Displays the item canceled quantity associated to the PO after a supplier

cancels an order.

9. Review information displayed in the Non-Merchandise Expense Section.

4 Non Merchandise Expenses

Note: The RSOP displays non-merchandise expenses to be paid by a retail customer, including SO
Freight and any supplier-imposed delivery fees for direct delivered retail SOs. These are not part of the
PO but will be included automatically on the supplier’s invoice.

Field Description
Non-Merch Code Displays the non-merchandise expense code for SO Freight (F) and
supplier-imposed direct delivery fee (D).
Non-Merch Description | Displays the non-merchandise expense description of the PO.
Non-Merch Amount Displays the total order-level non-merchandise amount for SO Freight (F)
and supplier-imposed direct delivery fee (D).
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10. After reviewing the PO, determine if you are able to ship this SO, if not go to Cancel PO. If you want
to fulfill this PO, you will need to enter a Promise Date.
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Enter a Promise Date

1. Scroll back up to the Order Date Changes section of the Edit Order Tab.

2. Enter [Promise Date], which is the estimated date the order will be delivered, and [Comments]
(optional).

= | @ Reta er Portal % Terafratello v @ ~

Iy 4 Order Date Changes

4 Cost and Quantity Changes

VPN Barcode Item Description Location Type Location Qty Level Ordered Quantity Order Cost Cancelled Quantity

4 Non Merchandise Expenses

Note: An asterisk denotes a required entry. The Promise Date must be between the Not Before Date
and the Not After Date. Cancel the order if it cannot be fulfilled within this 30-day window.
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3. Click Submit.

4 4 Order Date Changes

» Cost and Quantity Changes

» Non Merchandise Expenses

Note: The Edit PO functionality can also be used to revise or update a promise date for any order that
has not yet had an ASN created for it.
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Acknowledge an Order

1. The user must refresh the filter before they can acknowledge the order. Select the same order you
updated the Promise date for in Manage Orders. Enter [PO number] in the PO Number field, then

click Search.

= W & ToraFratello » @ v
B o x
A Filter Order
i Mot Acknowledged New Versions Not Acknawledged after 7 days PO's with No Store Pickup afte... | @ PO'swithno ASN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
4 Search
<
et
2. Click the checkbox for the PO, then click Acknowledge from the Menu Section.
- & TorsFratello = @
bt x
A Filter Order
i Not Acknowledged New Versions Not Acknowledged after 7 days | ® p0r's with No Store pickup afte... | @ PO's withno AsN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
4 Search
Search t
Result:
Actions * View ¥ 1] # Detach Download PO Create Invoice # Edit PO 3 View PO
. N Cancelled Units Invoiced  Total Unit Cost  Supplier  Acknowledge
ClemeDate  otBefore Date  NotafierDme  POUms  CnoflBl (00 IO i e s Stat Suppli
L ENTE -

A small pop-up window will appear.
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3. Click OK.

Warning X

Are you sure you want to acknowledge the selected PO's?

Cancel

4. The acknowledge status will be changed on the order to a green check mark.

= WrR - T (2]
A Filter Ord
- Not Acknowledged New Versions Not ledg d PO's with No Stare Pickup af LJ PO'swithno ASN | @ PO's with no ASN after 30 days
37 0 21 1 37 14
>
Search
6363
= ¢
Seach R
Result:
Act Des D [ + Create S = # EditPO = ViewPO X Cancsi PO
. . N X Cancelled  Units  Invoic ed  Total Unit C Suppl Acknawledgs )
Location CreateDate  NotBeforeDate  NotAtter Date  POUnits Gl shipped e s Vessien Supplier 5i
| MPO-536: 0 0 D s LAZE
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Create Carton Label
When you are ready to ship the product, you will need to create a carton label. The carton label will
show the final delivery address for the order— PLCB store (address is also visible on Edit PO Tab) or
customer direct delivery address (address only visible on Carton label).

1. From the Manage Orders Tab, click Download Carton Label.

ge Orcers %
2 Filtar Order
- t Acknowledged e Versions Mot Acknowledged after 7 days PO's with No Store Pickup afte.. | @ PO's withno asN [ @ h Invoice
89 0 47 7 89 36 n
Search
Reset
£dit PO ]
Ackmowtediy -
p Version Supplier Site
= @ cing
a Filter Order
L knowl A 0 frer 7 days o kup 3t L] asn | @ poewin J after 30 days PO's with no Invoice
89 0 a7 7 89 36 217
4 Search
Reset
Result:
2 - rlosd Carton Lobel %0 o
G D Not Bafore Date  Not After D L] s
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3. Click the PDF to open.
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[] Name Size Ratio

MPO {4033 pdf

Type Compressed size Password p...

Adobe Acrobat Document 14KB No 15KB 7%

Date modified

4/25/2023 10:42 PM

4. Click Print to print the carton label.

Ship to store label example:

B %w[B]= a ® @

Al

Search tools

E Comment
FINE WINE 6§ GOOD SPIRITS

Special Order Carton Label

. Fill & Sign

Ship From Details: /% More Tools
SUPPLIER # 1001500

BARSOTTI WINES

Ship To Address:

ANDREW SMITH

FINE WINE & GOOD SPIRITS 0266
521 BEAVER ST

SEWICKLEY, PA 15143-1701

74033
2671-002
amaz
2023-03-27

PO Humber:

‘Customer Order Number:

Request ID:

Ordered Dats:
000000400

ANDREW SMITH

Gustomer Numbar:
Customer Name:

BOX of

Supplier Contact: -

Ship to customer label example:

B{?EEQ ® @

Search tools

E Comment

Special Order Carton Label

Ship From Details:
SUPPLIER # 1002423

A, Fill & Sign
l‘é More Tools

CAPITAL WINE & SPIRITS

Ship To Address:
GARY READING

101 WAR COLLEGE DR
CARLISLE, PA 17013

PO Number: 73588

Customer Order Number: 2521001
RequestID: 26843
Ordered Date:  2023-03-16

000000331
GARY BILLING

Customer Number:
Customer Name:

BOX of

Supplier Contact: 5

Tﬂ’ ennsylvania
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Create an ASN
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1. From the Manage Orders Tab, search for your order by entering the [PO Number] in the PO Number

field. Click Search.

= = 4 Tara Fratello 9
- x
'y Filter Order
il ot Not Acknowledg d PO's with No Store Pickup afte... | @ PO's withno asn | @ po N after 30 days
2 1 37 14
>
4 Search
<
et

In order to create an ASN, the order must have a green check mark in the “Acknowledge Status”
column. Click Create ASN.

Filter Order

4 Search

Results

Actions ¥

Not Acknowledged

37

New Versions Not Acknowledged after 7 days PO's with No Store Pickup afte... | @

0 21 1 37

Downlosd PO Download Carton Label + Creste Invoice / EditPO
. Cancelled  Units Invoiced  Total UnitCost  Supplier  Acknowledge
CreateOate NotBeforeDate  NotAfter Date  POUMs G0l (IR0, o i Cumancy —

3047

& Trafotlo v @ ~

PO'swithno ASN | @ PO's with no ASN after 30 days
14
>
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A new Create ASN Tab will appear.

= T Retail SO Supplier Portal & Kwmhic famachanda v @)

4 Haader

Actoed T L t £ Datach

PO Number Lecaticn Pickup Date Mot Before Date Nat After Date PO Units

Actions * e # Detach

PO Numbser Fem Parent ] Supplier Reference Reference |tem Itern Drescripion Dief 1 Diff 2 Oy Level PO Units

3. The ASN will be auto-populated based on the PO. The ASN should be created on the day you are
shipping the order.

= T Retail SO Supplier Portal i Karthik Ramachanda + @

Field Name Description
ASN Displays the auto-generated number for the ASN.
Pickup Date Disregard, not used by PLCB.
Container Level Disregard, not used by PLCB.
Carrier Optional, if supplier wants to add to the ASN.
Shipment Date* Defaults to current date.

Estimated Arrival Date* | Defaults to the current date. Optionally enter the date you expect the order
to arrive at its delivery destination.

Supplier Site Name of the supplier site for the order, defaults from the PO.

Location All SO POs are written against virtual ecommerce store 4650.

Note: An asterisk denotes a required entry. ASNs may only include one PO and must be shipped in full.
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4. Click Create ASN.

= & Retail SO Supplier Portal & Karhic Ramactundra v ) ¥
Dashboard Nanage Orders Crea x Create ASH X
il PO =
A Actipng Wit ¥ » o Detach
PO Nusnbss Locatian Pickup Date Mot Beforn Date Mt After Dabe PO Unéts
48592 FULFILLMENT CENTER 4550 316022 Tl 1
'
Containers
Actiong View ™ + A X # Detach
" N . Contaires . Container  Expadite .
Containes I Final Location Lnits Waight  Lémgth  Width  Haight Cuba Flag 1A Stode Date Carver Skt Nisnlbe Teweking Nuimsbar
FULFILLMENT
# o 3 " 7 2 133 T 13348
LCBOO0 28 CENTER 4650 (] 20 50 L] ] 428/22 UPSO01234 REDOOTIA48E
'
Items
Actiony ¥ it ¥ + o Detach Default Balance
PO Number Tem Parerit [LEN Supplier Relerence Reference lism lwrn Description Ditf 1 i 2 Qy Level PO Units

Via Castello Manbecuce
Mantalcno DOC Tuscany

0O0s02134 faches

I Creste ASH I

"ﬁpennsylvania Page 25 of 40
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Searching for an ASN

The Search Shipment screen provides the ability to search and review ASNSs.

1. From the Dashboard, Click Tasks, then select Shipment.

New Versions Supplier Portal
]

Supplier Portal

MNew Versions

0

3. Enter the appropriate search criteria, then click Search.

= & Retail SO Supplier Portal & rahi Aamathardia + @)
w|a o
Field Name Description

ASN Filters results table by ASN Number.

ltem* Used to filter the search by item ordered. Clicking on the magnifying glass
icon presents a new screen enabling item search by nine-digit item number
and Item Description. Note VPN and Reference Item search options are not
applicable.

Pickup Date Disregard, not used by PLCB.

Shipment Date Filters results by shipment date established by supplier.

Supplier Site Filters results by supplier site.

Status Filters results by ASN status: Approved or Deleted.

PO Number Filters results by PO number.

Location This will always be e-commerce store 4650.
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4. Review the results.

7= W& Retail 50 Supplier Portal

i Kathic Famachandra = i =

Dashiboard X
" 4 Search
v P
[ ]
Pickup Date Status  Approwed v -
J 2% W~ Srarch L
4 Results
Actions. ¥ i Detach + Creste ASM o EASN oo View ASN Delete ASN + Create Invoice
Status. P Mumber Supplier Site Location Shipment Date Pickup Date: A
2000000062 Receved G T G IMPORTING LLC FULFILLMEMNT CENTER 4850 ez 2 -
2000000057 Receved G TO G IMPORTING LLT FULFILLMENT CENTER 4550 1
2000000040 Riceived T G T0 G IMPORTING LLC FULFILLMENT CENTER 4550 1
2000000021 Racernd EI044 G T0 G IMPORTING LLC FULFILLMIENT CENTER 4550 1
2000000048 Received CAPITAL WINE & SPIRITS FULFILLMIENT CENTER 4550 48y22 2
2000000042 Recesved 65553 CAPITAL WINE & SPIRITS FULFILLMIENT CENTER 4850 454122 2
2000000096 Received B84 CAPITAL WINE & SPIRITS FULFILLMIENT CENTER 2
2000000045 Received 49745 G TO G IMPORTING LLC FILLMIENT CENTER 4850 45,22 E
2000000091 Rectwved B14TE CAPITAL WINE & SPIRITS FULFILLMENT CENTER 4850 Llrired Z
2000000023 Receved E1149 G IMPORTING LLC FULFILLMENT CENTER 4550 T3 3
2000000082 Riceived 20017 G IMPORTING LLC FULFILLMIENT CENTER 455 1
2000000000 Raceivod 4EESE G T0 G IMPORTING LLC FULFILLMIENT CENTER 4550 ET TR 2
2000000088 Recoived [ CAPITAL WINE & SPIRITS FULFILLMINT CENTER 4820 4
2000000069 Recened 81473 CAPITAL WINE & SPIRITS FULFILLMENT CENTER 4850 422 2 -
‘ .
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5. Additional options are as follows.

%= W& Retail SO Supplier Portal

Dashboard X

Manage Orders X

4 Ssarch

Create ASN X

a Kathic Ramachandea = )

Search ASN X

" _

Results

Actio W # Detach + Creste ASN  # EGRASN == View ASN  Delete ASN

ASM Status PO Mumber Supplier Site Shipment Date Fickup Date A
Riss 723M0 G TO G IMPORTING LLC 4185,
Action Menu/Icons Description

Action Select other actions available.
View Select other actions available.

Export to Spreadsheet

Export the table to a spreadsheet.

Detach

Displays results in a new window.

Create ASN Opens the Create ASN window.

Edit ASN Disregard. ASNs are auto-received immediately, and an ASN in received
status cannot be edited.

View ASN Shows details of a selected ASN.

Delete ASN Disregard. ASNs are auto-received immediately, and an ASN in received

status cannot be deleted.

Create Invoice

The option to create an invoice is available for fully shipped POs in
approved or closed status.

il ./ pennsylvania
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Create an Invoice

Invoices should be created from the Manage Orders Tab: Create Invoice Button.

1. From the Manage Orders Tab, enter a [PO Number] in the PO Number field, then click Create

-
=
& MNat Acimowledged & New vomiors |% Net Acinesdedged after 7 cdays L] PO withne ASH |8 FO's with ne 4S5 after 15 days
217 o 198 233 149
i »
4 Sasrch
peoved -
-
i
-3
=2
ok Rasat
Radubts
Actaan v Vi = M Ceuen Cowricad PO Csrioad Carten Lats| t Creass AdN # taepo
Canislied Units Iwwsicodl  Total Unil Costl Supplier  Ackmiwierge
s O -
b Reat Alvei Date PO Uit Quanary Shipped nits Vakus Exmency o Sabm Hepwe Taspupilima i
» MFO_8553] E1lrr] 1 0 g o 1055 UsD [~] Appacved 1 G 10 G INPORTING LLC

The Create Document Tab will display.
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Once in the Create Document Tab, you may begin creating an invoice.

2. Complete required fields in the Header Section:

W Melail 50 Supplies Purlal & Mark Ramadhandra + @) v

Dashiboard Manage Onders Creste ASH X Saanch ASM X Creane Document X

et Pasemi [ T e Clusanip ey Syl Aulererce Trsaniom Uniis Irversbon Linii Cosi Tan Canle

Note: When an invoice is created from the Manage Orders function, all of the data is defaulted, so the
user only needs to enter the Document ID, all other data is read only.

Field Name Description
Document Type Displays Merchandise Invoice, the kind of document being created.
Document Required: Enter a name for the invoice. Free text field.

When the invoice is created, the application will auto prefix the Document
ID entered with the PO Number and # sign. If searching for an invoice at a
later time use the full ID (PO Number#Document ID).

Document Date Displays the document creation date. Defaults to current date. Can be
updated to a prior date if needed.

PO Number Defaults to the PO number used to create the invoice.

Location All SO POs are written against virtual ecommerce store 4650.

Total Amount Defaults from the PO and includes the total invoice amount including non-

merchandise costs.
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Review the information in the Header Details Section. All information is read only.
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W Relil 5O Suppliss Porlal

Daboard X

4 Header

=
&
o

4 Header Dwtalls

Mg Orders X Couata A5 X

Search SN X it Dt X

wa Larthik Ramachandra =

4 Headar Details

4 Costs and indlcators

Field Name

Description

Payment Terms

Displays payment terms.

Due Date

Calculated based on the invoice create date and payment terms.

Total Cost Ex Tax

Displays total cost including non-merchandise costs but excluding taxes.

Total Tax

Disregard, not used by PLCB.

Total Amount

amounts.

This amount should be inclusive of both merchandise and non-merchandise

Total Quantity

equal the quantity on the PO.

Total number of units in the invoice. Since SOs ship complete this should

3. Add items to the Invoice by using Default from PO button.

W Relail 30 Supplier Polal

4 Header

B » Q&

ax Rate

iu -1 pennsylvania
- LIQUOR CONTROL BOARD

Page 31 of 40




Supplier - Retail Special Order Portal Quick Reference Guide

4 Click Create Document.
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)

T Retail SO Supplier Portal

Dashboard X ManageOrders X Search ASN

4 Header

x View ASN: 20

Document Date  04/28/23

PO Number 75665

4 Header Details

Header ftems

View ¥ +

Item Parent Item

000505038

Non-Merchandise Costs

& Detach

Tax Breakdown

Default from PO

Reference Item

Create Document X

Default from ASN
Item Description

Castello Banfi Brunello Di Montalcine

Supplier Reference

Location FULFILLMENT CENTER 4650

Invoice Units Invoice Unit Cost

2 $30.68

Tax Code

Tax Rate

u Tarafratello v @ v

Tax Basis Tax Amount

| Create Document

The invoice is created in the application.
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5. Review the below details under the ltems Tab.

Manage Oioers X Creste ASN X

Seareh ASN X Cremte Dooument X

& Fead

U + et PO froe |

Field Name Description
Item Parent Disregard, not used by the PLCB.
ltem Displays the nine-digit Item ID.

Reference ltem

Disregard, not used by the PLCB.

Item Description

Displays the description of the item.

Supplier Reference

Disregard, not used by the PLCB.

Invoice Units

Number of units per item. Since SOs are shipped complete, this should
equal the number of units on the PO.

Invoice Unit Cost

Refers to the supplier unit cost of the item that will be invoiced. Does not
include SO Freight.

Tax Code Disregard, not used by the PLCB.
Tax Rate Disregard, not used by the PLCB.
Tax Basis Disregard, not used by the PLCB.
Tax Amount Disregard, not used by the PLCB.
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6. The Non-Merchandise Costs Tab displays SO Freight for all orders and delivery charges (only for

direct delivered SOs) applicable to the order and invoice. Non-Merchandise costs are automatically
added to the invoice.

4 Header Datalls

Mon Merch Code Hon Mecch Dwsrripton Man Mech Amount

Field Description
Non-Merch Code Displays the non-merchandise expense code for SO Freight (F) and
supplier-imposed direct delivery fee (D).
Non-Merch Description | Displays the non-merchandise expense description of the PO.
Non-Merch Amount Displays the total non-merchandise amount for SO Freight and supplier-
imposed direct delivery fee, as populated from the item record.
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Searching for an Invoice

1. Click Tasks, then select Invoices.

PRO) ECTj
N
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ipplicr Partal

N I o 1o Supplier Porta
4 [
| P with b F N
4 Q
2. Click Search Document.
Menu T Rt — K . [
& DASHBOARD
~ A - Supplier Portal
treme Do 4 ]
|

4 Results

Field Name Description
Document Type* Select Merchandise Invoice.
Document Filters results by Document ID, which is the PO number followed by #, then
the supplier-entered invoice number.
Location Location will always be virtual e-commerce store 4650.
ltem Filters results by nine-digit PLCB Iltem Number or Item Description
PO Number Filters results by PO number.
Start Document Date Filters results by document create date range.
End Document Date Filters results by document create date range.
Start Due Date Filters results based on payment due date.
End Due Date Filters results based on payment due date.

pennsylvania
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4. View results.

= & Rwtail S0 Supapslios Porial & KarthitRamachirrs + @) -

Dastboard X Manage Orders X Creste ASH X SeaniASH X Saarch Document X

=

. 4 Search

o -

4 Resules
Field Name Description

Document Document ID, which is the PO number followed by #, then the supplier-
entered invoice number.

Document Type Always Merchandise Invoice

Document Date Invoice creation date.

PO Number PO associated with the invoice.

Due Date Calculated based on the invoice create date and payment terms.

Location All SO POs are written against virtual ecommerce store 4650.

Status Displays invoice status:
“Pending” — invoice document has not yet been sent to Invoice Match.
“Ready for Match” — invoice document is ready for invoice matching.
“Posted” — invoice document has been matched.
“Unresolved Match” — issues exist in trying to match the invoice to a PO.
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5. Use the buttons below to apply actions under the Results Section.
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W Rewsil 50 Supplisn Purtal

Dasboard X

Manage Croers X

4 Ssarch

Crete ASH X

Searth ASN X

Saprch Document X

& Kprthik Bymachpedy »

4 Resules
[ v - oy |
[Cincamen t Docemant Type ncwment Cuate PO Mumbes Due [ate Location
Action Menu/Icons Description
Actions The user can use this button to select other actions available.
View The user can use this button to select other actions available.

Export to Spreadsheet

Export the table to a spreadsheet.

Detach

Displays results in a new window.

Create Document

Opens the Create Documents screen. The invoice data will be blank. Only

one invoice can be created per PO.
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Cancel Order

Only orders that have not yet been shipped may be canceled.
Note: POs cannot be canceled between 12:30 a.m. and 2:30 a.m. ET, due to system updates.

1. From the Manage Orders Tab, search or select the order to be canceled, then click Cancel PO.

& Retail SO Supplier Partal & Kt Tavetomcey

Fivar Order
Oy ¢ e Verranre Wor Acksowledyed iver T e | @ v an @ a
28 o %9 FA ) 150
4 Sewrer
o [
Favsty
i - o " 4
s b Bute | NatiuiieBume | Doy At Buh PO Camiatut [ wescnl T UNECn  Sgpier  ACKoweipe e
S T - - - - b

A small pop-up window will appear.
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2. Select an option from the dropdown menu next to Cancel Reason, then enter additional information in

the Cancel Comment Box (optional) and click OK.

Cancel PO(s)

Cancel Reason  Product Qut Of Stock v

ancel Comment  Enter additional information.

] o WS W

o

Cancel

Cancel Reasons

Vintage No Longer Available

No Longer Represents the Product
Product Out of Stock

Entire Order Couldn't Be Fulfilled
Customer Changed Mind

Other

A small pop-up warning window will appear.

3. Click OK.

Warning X
Are you sure you want to cancel the selected PO's?

o

Cancel

pennsylvania
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4. The PO status will be updated to “Canceled.”

T Retail 50 Supplicr Portal i Marthik Rasmacharda

g Mot Acknowledged | | & Mew Versions | & nat Adknowledged after 7 days | @ Poswithno SN |@ Poswith no .
216 L] 198 21
»
4 Swarch
Cancwied

WA Search st

Rezults
gty * View * 14 F Dtk »
Cangeled Urit Irvvobced Total Uit Cost Suppler B b
Afeer B P Link et P Supplian ks
oo - Druanary Sheppad Linets Wl Clanny Siuis ut inkan i

3 H Canoeled 0 G TO G MPORTING LLC g
D o ancwed G 10 G IEPORTING LLC ||

* = Candsisd o C T
- R (Cel »
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